1. Open the Expense Report

L]
My Concur  Request | Expense | Reporting  Profile
View Reports  New Expense Report  View Receipt Store  Approve Reports  Wiew Cash Advances

Instate Travel 7-16 to 31 Sgl

(@) Mew Expense Details ~| Receipts - |  Print/ Email = |
Exceptions
Expense Date Amount  Exception
Fixed Meals o7/z6/2013 435,00
Personal Car Mil... 07/26/2013 173,46
Expenses Mowe v Delete  Copy | View = | <
O Date - Expense Amount Requested
Adding Mew Expense
UT26/2013 [ Wleals
o Bugusts, Georgia $36.00 $36.00
0712612013 ;
O Personal Car Mileage $179.6 17996
UTZ3I2013 ppad Meals
& Rome, Geargin $28.00 $28.00
07723{2013 ;
Personal Car Mileage 577 5,77
072212013 FixedMeals $20.00 $28.00
Rame, Geargia
TOTAL AMOUNT TOTAL REQUESTED
$311.23 $311.23

How to Copy an Expense ltem

The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions.

The Transaction Date is Greater than 30 days old. Please be more imely in your expense submissions.

MNew Cash Adwvance

Delete Report Submit Report
“[2] Hide Exceptins |

4 [ml»

New Expense Receipt Store

To create a new emense, click the appropriate expense type beiow or type the expense type in the field above. Toedit an existing expense, click
the expenss on the left side of the page.

m

o Recently Used Expense Types

Personal Car Mileage Tolls
Rental Cars Only Hotel I
Parking

All Expense Types

Business Promotions «..Other

Gther Pramatianal Expense i Miscellaneous

Trade Shows Motary Costs

Communications Office Supplies

Cellular Phone Other Operating Expenses-Passport & Visa

2. Select the item you wi

Expenses Move | Delete View v | <)
Cl Date - Expense Amount Requested
0702612003 iyved Meals
a Augusts, Georgia $36.00 $36.00
074262013 il
o Personal Car Mileage $173.46 $173.46
07/2312003  Fived Meals
O Rame, Georgia $26.00 $20.00
07/23/2013 -
Personal Car Mileage E T
3]
The Transaction Date is Greater than 30 days ald. Flease be mare timely in your expense
subrnissions,
Fixed Meals
(&} 07§22{2013 Rame, Georgia $28.00 $28.00
TOTAL AMOUNT | TOTAL REQUESTED
€3211.22 €311.22

to copy and click on Copy

Expense Receipt Store |
View Reimbursernent Pates I
Expense Type Transaction Date Purpase of the Trip
Personal Car Mieage 7 |D7/23/2D13 EI‘ normal biz travel
Fram Lacation To Location Payment Type

100 Spring Drive, Roswell, GA 30075, | |2 East Main Street, Rome, GA 30161,  Out of Pocket >
Distance : Amount Trip Type Cormnment E
a1 P 45.77 usD v IIH-StatE Travel o ‘

Wehicle ID Mumber of Passengers Distance to Date;

Personal Car - Tier I M [0 1} il

Note: Not all expenses can be copied. For example, Fixed Meals cannot be copied. You must
enter then via Details>Travel Allowances When an expense cannot be copied, the Copy button

will be disabled.
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with all the details identical to the item you copied from.

Welcome, William Abercrombie

My Concur

View Reports

Request

Expense

Mew Expense Report  View Receipt Store

Reporting  Profile

Instate Travel 7-16 to 31 Sgl

Approve Reports

View Cash Advances

Mew Cash Advance

The Transaction Date is Greater than 30 days ld. Please be mare timely inyour expense submissions.

The Transaction Date is Greater than 30 days old. Please be more timely in your expense submissions,

(® New Expense || Details + || Receipts +| Print/ Email =
Exceptions
Expense Date Amount  Exception
Fixed Meals 07232013 $28.00
Fixed Meals 0172672013 $36.00
Expenses Mowe v Delets  Copy  View v | &)
(| Date ~ Expense Amount Requested
Adding New Expense
OHI6EM3  Eixed Meals
a Augusts, Geargia $36.00 $36.00
0712612013 i
O Personal Car Mileage 17346 $173.46
0772402013 i
O Personal Car Mileage o =
073203 Eixed Meals
=] o, Georgin $28.00 $28.00
0712312013 i
O Personal Car Mileage 577 577
; Fixed Meals
« m
TATAL AMOUNT | TOTAL REQUESTED
€57 NN €87 NN

New Expense

EXPE”“

To create @ new exmpense, dlick the appropriate expense type below or type the expense type in the field above. To edit an existing expense, dlick

the sapense on the left side of the pogs.

The new Expense Item will appear with a date 1 day later than the Expense Item you copied

@ Help | Log out

-

Delete Report Submit Report

Hidle Exceptions

Receipt Stare

Q Recently Used Bxpense Types

Personal Car Mileage
Rental Cars Only
Parking

All Expense Types

Business Promotions

Other Promotional Expense

Trade Shows
Com munications

Cellular Phone

.Other

m

Tolls

Hotel

i Miscellaneous

Motary Casts
Office Supplies

Other Operating Expenses-Passpork & Viss

4. Open the new item and update information that is different. For example, with Personal Car
Mileage you might need to change the Vehicle ID (reimbursement rate), Transaction Date or
scroll down to Mileage Calculator and select it to modify the stops for that day.

e e Ay T e e P SRR NP T
Expenses Maove v | Delete Copy Wiew v | € Expense | Receipt Stare |
[E}
| Date ~ Expense Amount Requested Views Reimbursement Rates
0712612013 il od Meals 2N Expense Type Transaction Date Purpase of the Trip
. 36.00 36.00
a HPugusta, Georgia § 5 |Pevsuna\ Car Mieage hA |D7f24/2013 E’l‘ normal biz travel
[ DTS persona car bileage s17945 I From Lacation To Lacation Payment Type
: ’ |1nn Spring Drive, Roswel, GA 30075, { |2 East Main Strest, Rome, GA 30181, | Out of Pocket ~
072412013 perygnal Car Mileage - PO Distance : Amaunt Trip Type Comment =
B - 7 e |51 (4577 uso v IIantaleTrave\ v |\
]
The Transaction Date is Greater than 30 days ald, Please be more timely in your expense
submissions.
0712312013 Fixed Meals $20.00 2800 Vehicle ID Humber of Passengers Distance to Date:
a Rarne, Geargia : !
! Personal Car - Tier T > |0 1) -
0742312013 i
O Personal Car Mileage 545,97 P
— Iv
< i v ) o
TOTAL £MOUNT TOTAL REQUESTED Attach Receipt Cancel
€207 NN €257 N
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o B x|
Mileage Calculator
Ayaid Tolls [ Bunid Highuays Amicalala Falls
P Fs = (225) State Park Lodge’
Waypoints Distances Personal = < > W *
v (515) Dahlonega
. . " Calhoun —
o 100 Spring Drive, Roswel, GA& 30075, L Summarville ®) iSoper
61.9 MI e . i (&)
@ 2 East Main Street, Rome, GA 30151, U 1 JH 'sloppy’ S (D) o Dawsonville
61.7 MI T. Floyd State Park @ (1%)  Adairsville 575
e 100 Spring Drive, Roswell, Ga 30075, Lt L-:-J 3
D 7 * ﬂwnwalr Furnace
ial P 0 e
- ,_—:' lemorial Park Cunifing Lake Lanier
Calculate Route 5 &l
re
| Buford
Directions (1) haretta
v | fegaligwn Rockmart Duluth
100 Spring Drive, Rosuwell, G4 30075, US4 | :
L Baen Marie' Sandy  Norcross Lawrenceville
lEdeﬂj Springs Dallas Springs
62.0 mi - about 1 hour 13 mins MYISY Brobkhaven
1. Head north on Spring Dr toward GA-120 E 3441t Mableton @)
2. Tuenleft onto GA-120 W 8.8 mi ﬁ
3. Bt onto GA-120 Loop W/North Marletta Plewy NE toward I 15 mi Vil Rica POUgIasVIlle Atldnta
Bremen [ 20 .
on @) @D eastpoint
4, Turnright to merge onto I-79 N 249mi T Heflin o= T st Lyt Conyers
Deduct Cornmute TOTAL PERSONAL | ToOTAL BUsivess | e & Foreat Park
~ Py
00MI 1236 MI Cloe e Carrollton Wap data G013 Google - Terms of Use Report a map arror
Add age to Expense | Cancel |

5. Complete any required change to the item and click on Save and you are done.

Expenses Mave Delete ] ~ Copy ‘ | View -‘ «|
C] Date - Expense Amount Requested
0712612013 Fixed Meals
a Augusts, Georgia §36.00 $36.00
07/26/2013 i
O Personal Car Mileage 17345 173,46
07/24/2013 i
Personal Car Mileage oo $a577 |_
7]
The Transaction Date is Grester than 30 days old, Please e more timely in your sxpense
submissions.
071232013 Fixed Meals
) Rome, Georgin 520.00 $28.00
07/23/2013 i
O Personal Car Mileage 577 577
] i I
TOTAL REQUESTED

TOTAL AMOUNT |

FnacT an FnrcT an

Expense
IPer;nna\ Car Milzage

Frarm Location

|1DD Spring Drive, Roswel, Gé, 30075, L |2 East Main Street, Rome, GA 30181,  Out of Pocket

Distance : Amount
ISD +45.20

~7 IEI7]24/2I313

To Location

Trip Type
usD |¥ IIn-Stata Travel

Receipt Store
B| normal biz travel

Payment Type

Comment

m

Wehicle ID
Personal Car - Tier I

Nurnber of Passengers
0

v

Distance to Date:
uf

- o=

=
Mileage Calculator

Note: Copying repetitive Expense Items can save you a great deal of time!
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